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October 19, 1955

MEMORANDUM FOR THE RECORD

SUBJECT: Recommendatlons on CIA Poasition Standerds, GS8-0306, Records
Msnagenent Serles

Proposed

1, That section IA be reworded as follows following - - «" and administer-
ing records management - - -7,

- = = Programs on & ataff or operating level
basis, such progrems to cover any or all of
the following functlonal areas: records
ereation, records meintenance and use, records
disposition, and vital materials.

2, That the following be substituted for the second sentence in section
€ (Background Information):

By controlling end improving records from
thelr creation or receipt to their dis-
position, the progrem aims to obtain for
the Agency improved records and economles
in manpower, suppliss, equipment, and spacs.

3. That the last sentence in the first péragrayh of section C be reworded
as follows:

The program is divided funetionally into
reports management, correspondence menage-
ment, forms manegement, records systems, ;,o
files standards, records disposition, and
Records Center operations,

4+ That in section C, reports management and correspondence mansgement be
described separately as followss

Reports management involves developing and improving
reporting systems to provide management with

the type and quality of reports essential to

its funectlon; eliminating amd preventing
nonessential reporting; providing simple and
direct reporting methodsj ensuring that in-
structions, forms, and procedures for necessery
reporting are clear and complete; maintain-

ing a central reference file on requirements

for reports snd perliodically publishing an index
thereof,
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Correspondence management involves developing and
installing form and pettern eorrespondence, correse
pondexes, and othar labor-saving techniques or
devices; formulating and establishing procedures
and style standerds for the uniform preparation
and hendling of Agency correapondence and the
development of guides for their use; developing
guides and promotional material for improving
the writing ability of Agency personnel 3 and
svaluating and promoting the use of labor-saving
stenographic and typing supplies and equipment,

5. That the following functionsl statement bs used to describe the forms
menagement activity beginning "installing forms prescribed by & higher etc = - ¢

Preventing the creation of forms with limited
local application by extending the use of existing
forms; .

6. That the functional statements for records gystems management be resteted
as followss

8. Add the following underlined words to the first sentencet "Records

systeus management involves evglusting, developing, or applying new
methods etc.”

b. Revise the second functional statement as underlined in ths follow~

ings "determining edequate means gpd gstablishing standards for main-
taining current records in terms of etc."

7. That the functional statements for vital materials management be reworded
somewhat along the following lines:

Vitel materisls mansgement involves advising and
gulding officlals responsible for selecting materials
vital to reconstruction of the Agency; determining
the medla and frequency of deposit; establishing
irdexing and f1ling systems; and developing disposi-
tion instructions. ,

8. That the functional statements for records disposition be revised asimilar
to the following:

Records dispoaition involves identifying and clasaifying
Agency documents, letters, reports, forms, charts, maps,
books, pamphlets, manuals photographs, illustrations,
stc as to location, volume, and function, and
determining whether such documents are record er non-
record in charecter; determining and recommending dis=
position by permanent preservation, microfilming, or

destruction according to applicable laws and r ations,
or removal from office areas to less expensive Records

Center storage.
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. 9. That the functlons) statements for the Records Management Staff be revised
é ﬁ in 1ipe with statements of responaibilities in proposed Regulation Ne.
25X1 «

or (2) in the Records Management Staff with
responsibility for directing and coordinating
the Agency Records Management Program by pro-
viding basic plans, policles, and procedures,
and staff guldance for thelr application to
avea programs; promoting the {natallation of
progrems with Agency officlals; and conduct-
ing surveys and operational avdits in problem
areas of records management, v

10, That consideration be glven to separating the GS-12 grade from the group
eategory G3~9 through G8~12 described on page 4. Since the GS-12 grade is cone
sideved 4o be the journeyman level, but coes not call for the program development
standards of the GS=13 and above gredes, I feel that {t should be described asep-
arately. In addition to requirements for planning and directing surveys, the GS=12
atandards should call for an ability to develop regulations, notices, staff studles,
handbooks, and other forms of written materinl designed to implement records menage-
ment procedures and practices.

J 1. Under m;ﬁ for GS-7, suggest "application® be substituted for "prepa-
ration” in "preparation of disposel schedules.” :

. 2, Under Duties for 0S-5 and GS-7, recommend thet refersnce to sttendance
st formsl olasses in records management and participation in other training activity
be worded as follows:

Incumbents are encouraged to attend formal classes in
records menagement and are glven training by members
of the Records Menagement Staff.

I These requirements for training should be slaborated on in sectlon F of proposed
25X1 Herd ook No. _

3. Under W%QQ Guidance Given, GS-11, suggest the following for
Batf o ' °% ¢ rafP ofricers at this level are availeble for guidance of GS5-9
assistanta; however, supervision is of & technical nature only.

L. Under Scope and Effect snd Mentel Demands for grades 0S-9 through S5-13
secommend that statements be 1ncluded appropriate to the forms design snd analysis
services provided by the Forms Managemant Branch. _

L/ 5. Under Duties for GS-11, suggest adding, "or forms analysts,” as one of
the staff dutles. _

, 3
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6. Under Sgope and Effect for both GS-11 and GS-12, stirongly rocommend that
we avold citing sny particular component as belng small or large with respect to
its effect on the grade of an area records management officer. While one conponent,
may not be ms large as another the complexities of operating a program in the smaller
one may fer exceed those of the larger, MNors-@ver, although & component may be
extremely large, its functlons maey not be nearly as diverse es those of & smaller
element, e,g., the diverse loglsticsl support activities of the Office of Loglstics
compared to the singular reseerch and reporting functions of ORH, In other com-
ponents there may be & greater wolume of actlvity in e particular functional area of
records management, For example, in the Office of Personnel there 13 more demand
for specialized talent in forms, reports, and correspondence mansgement, I therefore
recommend that Sgope and Effect be worded along general linss without reference to
specific components,

_ 7. Under s, 0S-13, suggest adding "Program such as" after "Records ¥anage-
ment” in the fourth 1line, and the word "management™ after "reports™ in the same line,
Delete the "and® following "menagement®™ and replace it with a comma.

8, Under Supervision and Guidance Received, GS~13, sugpest the following
wording in lleu of that proposed:

Supervision is essentially of an administrative
neture since the officer 1s responsible for
planning, developing, and directing programs
under his preview and assuring thet thelr
objectives are realized. Supervision consists

of obtaining clearances when difficulty is
encountersd in dealing with top-level officlels;
sscuring approvals of major plans and projects;
and obtaining advice and concurrences on proposed
actions to ensure coordination of progrem activity
with other records management functlons. The
techniocal operation of programs is the direct
responsibility of the officer. Hence, a review
of his work 1s principally on the basis of accom-
plishments.

9, Under Personal Work C cts, GS-13, recommend that the first line be
deleted in favor of the fo owgggz

Contacts are characterlzed by frequent dealings
with administrative and operating officials
principally at the higher levels, incident to

the responsibility for directing a broad activity
within the records management program.

4
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10. Under Dutles, GS-15 suggest that "in private Industry and publie
edministration’ te used in lieu of "of the Federal govermnment,™ in the last
line.

11, Under Pepgopel ¥ork Contacts, GS-15, suggest using "in complying with"
instead of "in exscuting" a= proposed in the lsst sentencs.

25X1A9A

Records FRanagement SEJH.‘




